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The Supplier Self-Service portal creates a higher level of connectivity for an integrated flow
of information between CMSD and our Suppliers.
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Supplier Self Service Portal Overview

The CMSD Supplier Self Service Portal is a free internet accessible Workday enabled
self-service tool that allows suppliers to directly access their information during the
“procure-to-pay” lifecycle. The portal is available to all CMSD approved suppliers who are
registered to use the service.

The Supplier Self Service portal offers the ability to:

Self-register through an external website

Receive newly issued purchase orders

View purchase orders

Access payment and remittance advice information

Maintain master data such as contact information, addresses, and bank accounts.
Create invoices (coming soon)

Upload catalogs (coming soon)

In addition to the benefits above, the portal is available 24/7 and provides real-time access
to invoice and purchase order information.

Effective, August 2018, CMSD will require all approved Suppliers to register and
use the Supplier Self Service portal to conduct business with CMSD.

If you are approved and registered, you should have received your login credentials. If
you are registered and have not received your login credentials, please contact us at
SupplierSelfService @clevelandmetroschools.org.

To get answers to our most frequently asked questions (FAQs) and review our Supplier
Self Service Fact Sheet, visit our Supplier Self Service web page at
http://clevelandmetroschools.org/Domain/120. Select Supplier Self Service from the
menu on the left.

Page 1 of 60 Version: Revl


mailto:SupplierSelfService@clevelandmetroschools.org
http://clevelandmetroschools.org/Domain/120

CLEVELAND
METROPOLITAN
SCHOOL DISTRIC]

Contents
Supplier Self Service Portal OVEIVIEW ...............ooiiiiiiii ittt e e e e e srae e e e e srae e e e e neee e e aaees 1
Supplier Self SErvice WEDB Site ............ooo i e e e e e esae e e et e e e e e ara e e e naees 4
Website address: http://clevelandmetroschools.org/Page/13414........cocueveeeeeeieeeireeireecreeereeeee e 4
Supplier Self Service Portal LOGIiN PAge ..........c.c.coii ittt ettt e e et e e s snee e e e 5
Supplier Self Service Portal HOme Page ............cooo ittt ee e e e s e e s snee e e 5
BOOKMAIK @ WEDPAEE ... .cci ettt e e et e e et e e e e sttt e e e seataeeeesataeeesantaeeeeantaeeeaans 6
Self SErvice POrtal TOOIS.........coouiiiiiiiiiieeeeee ettt st sttt e b e b e saee s e sane e 7
] oo )@Y e o] [Tof: 14 o o PR 9
ACTIONS TAD .ttt b e b bt e et et e se bt e bbb e e e e e e 11
TASK ACTIONS.....eeieeee et b e s bbbttt s e bbb st e s e ens 12
ATCRIVE TAD .ttt 13
NOTITICALIONS ... vttt b ettt ettt b s b 14
Contact and Banking APPlICation.............coooriiiiiiiiiiii e e 15
(01 0 1= o V=T USRS 17
Task Actions fOr Change REQUEST:.........cei it et e e e te e e e e bae e e e e bae e e e s beeeeenanees 17
Change Contact INfOrMatioN.........ccciiii i et e et e e ab e e e e s et e e e e s areeeesnraees 18
AGAIESS ...ttt bbbttt 19
EM@ILL.c e et 20
INSTANT MESSEINGE ...ttt ettt et e b e bt h e s a e e et e et e e beesbe e saeesabesabesbeeabeenneesaeas 21
WWED AGUIESS.....oeitiiee ettt bbbt 22
Change Settlement Bank ACCOUNTS........ccvcieviiieeieii ettt ete e ae e e este e essessessaesesraessensens 22
Settlement ACCOUNE INFOrME@LION ......ccveiiiiiiieee et 23
Settlement ACCOUNE DELAIIS.........c.eveiiiieieiee et 24
Change AILEINALE NAMES........ccoiiiireie et sttt b e e re b 25
VP T T= Vo TR A 4 = Vol o] 0= ] £ PR SSSR 26
VIBW ..ttt bbbt bbb e bbbt bbbt bbbt h et b ettt b et b 28
COoNLACT INFOMMBLION.....c..cieiieiieieees et e ettt b e e n e b 28
Settlement BanK ACCOUNES..........coiiireeeeieee ettt sttt se e 28
AIEINALE NBIMIES......eiiiiieet ettt s b e e b bt e et eb e e b s e e b e s e e e e e e ene s 29

Page 2 of 60 Version: Revl



CLEVELAND
METROPOLITAN
SCHOOL DISTRIC]

Invoices and Payments APPlICALION ..........uvii i e e re e e e anees 30
INVOICES @NA PAYMENLS .....ooviceieiiceeeiicteee sttt sttt e st s et e steesesteesaesteessessesteenaensesseensenns 30
MOSE RECENT PAYMENLS ..ottt r s sr e sseenesr e e nesre e e 31
MOSE RECENT INVOICES ...ttt ettt sttt et e st este s st e sesneenae s e sneenseseeensensesneensens 35
FINA PUICNASE OFUEIS ...ttt st sttt be bbbt e e e eneas 37

M OL3F-1alo HOrT =1 o7 =131 o o] Lor- | Al o [P 40
MOSt RECENt PUICHASE OFUEIS...... oottt sttt tesee e seene e e e 41
UNINVOICEA POS ...ttt sttt sttt sttt e te et et e st e sse et e sseeseeseeneenseseeensensesseensesesneensenns 44

VALY A D= - 1L USRI 45
oo T o (o 3N oot LR 46
(o T0] £ B (o TN o B | OO OUUPTTSPPT 47
Ut T T I O o (=] £ TSSO 49
Search DY DAte RANGE .......ccooiiiriieeeeee ettt st eneas 50
Search DY PUICNASE OFUEN ........cooiiiiieieiee ettt st 52
Search by Purchase Order NUMDBEr ONIY.........ccoiiiiieiiiiecee et 53
Search for a Specific PO within a Specific Date Range.........cccccvvveieviseece e 53
Search by Date RANGE ONIY......ooiiiiiieieieieeseeee ettt st 55
TrAINING NOTES ..ottt e ettt et e e e e sttt e e e e e e e e s aaabbbeeeeeesesaannbbtaaeeeesanannntaaaeaeesn 57

Page 3 of 60 Version: Revl



CLEVELAND
METROPOLITAN
SCHOOL DISTRICT

e e e

Supplier Self Service Web Site

Website address: http://clevelandmetroschools.org/Page/13414

PROCUREMENT /

Welcome to the Cleveland Metropolitan School District (CMSD) Supplier Self

PURCHASING Service Web Page.

Procurement / Purchasing

The supplier Self-Service portal creates a higher level of conpectivity for an integrated flow
Bid Process of information between CMSD and our Suppliers.

supplier self service

— J—.:'J e
.

Swrvicu Fortasl

This secure self-service tool affers you the ability to:

Self-register through an external website,

View purchaze ordars.

Acoess payment and remittance aduice Information.
Puirstain master dete such ss contact information,
acldrasses, and bark accouwnts.

Create invoices {coming soon).

Upload catalogs jcoming soan).

Powow e

STARTHERE ¥

Existing supplier only New Supplier only

Update Contect Information Register &s a Mew Supplier (Coming Soon)

Supplier S=lf-Service Portal

Terms of Use & Disclaimer
CMED Supplier Fact Sheet

Frequently Asked Questions
Supplier Self Service Frequently Asked Questions

[=Hi=H=]

Contact us:

e
& SupplierSelfService@clevelandmetroschools.ord

G FI5.82E.0410
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Supplier Self Service Portal Login Page

You may access the Self Service Portal using the link in the email from CMSD.

.-/—\‘.
workday

Targed Possword

Soe Faey Beientific
47008
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Bookmark a Webpage

Follow the steps below to bookmark the Supplier Self Service webpage and the CMSD Supplier
Portal login page.

INSTRUCTIONS |

NOTE: To bookmark a webpage, make sure you are on the open webpage

e Click IZI in the upper right corner of the screen. Scroll down and click Bookmarks.

e Click Bookmark this page to display the Edit Bookmark box (see below)

Edil Diemars

fide pkmrasics - 4u—

e Type the name of the webpage you want to bookmark next to name

e Click the ¥ on the right of Folder and click Bookmark Bar or select a folder you've created

e If you chose Bookmark Bar, the bookmarked page will appear on the same row as

m or in your designated folder.

e If you have many items on your Bookmark Bar, you may need to scroll right using the

in the top right of the screen.

Page 6 of 60 Version: Revl



CLEVELAND
METROPOLITAN
SCHOOL DISTRIC]

e ——

Self Service Portal Tools

Perform document search

Notifications to take action

Configure the page you're viewing or refresh
information

Filter information on the report

=l

Select Column preference for report

Create/expand/collapse chart

Displays additional actions/details

Scroll left or right

Scroll up or down

Inbox

Page 7 of 60
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Return to the homepage

Preference menu/sign out option

Return toggle to normal view

Toggle to full screen view

Print document

Export to Excel

Configure/view chart

b 1

] e
Ll

Search menu options

Accept the transaction or entry and proceed to the
next step

Save the current entries to allow updates later
Save for Later

Cancel the transaction or entry
Cancel
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Inbox Application

Purpose: The purpose of this Application is to enable suppliers to receive
Workday messages, actions items and view archived transactions that
have been completed within the Inbox.

How to Access: The inbox can be accessed from the Workday homepage.
Audience: CMSD Approved Suppliers
Helpful Hints: You will need to be registered as a CMSD Supplier and have access

credentials in order to log in to the Supplier Portal.

Procedure: Complete the following steps to understand the use of the Inbox
application and the different Dashboards.

The homepage offers three ways to access the inbox.

1. On the bottom of the left side of the screen. Messages can be accessed by clicking

2. On the right side of the screen under Applications . .

3. On the top right side of the screen :

These options are shown on the next page. l
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The inbox on the left side of the screen will show the 3 most current messages. These
messages are designed to alert you that action is needed on pending transactions. See below.

Inbox

1 item
Contact Information Change for Quality Ribbons & Supplies Co. - created by Test Test on 06/22/...
9 second(s) ago - Due 06/24/2018

— Goto Inbox

Click to review pending items. As shown in the next illustration, Action and Archive
items will be displayed. To view the details, click the Action or Archive tab.

W Qe & =
Actions (1) Archive

Revise Supplier Contact Information Change

viwng A Sor B hewest
& minute(s) ago- D
Contact information Change for Guality Ribbons &
i + T .' . 1 " . R
_suw_h“co_ Srovwd by Towt Tyt on Oh/zaz008 All contact changes will be :\:A:'.{Iu:.fj until approved by CMSD Supplier Administrator
Sart Back by Elyaee Nueves g F < P F
& minute(s) ago - Due 06/24/2018
Plersdiung Continct Information Change  Contbet information Changs for Gualily Mibisons & Supples 05, - ciested by Tesl Teat on D6/22/2078
Statua Draft
Contact Information Attachments
Fhone
Delete

Counbry Phone Code # | X United States of America =
“n

Fhone Humber = (218) §79-6201

.g i submi 7 *A Save for Later Cancal

Helpful Hint: You can also use the or | . icons to open the Inbox page below.
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Once the Inbox page is open you will see 2 tabs:

Actions (1) Archiivs

Tab Description

Actions Displays incomplete business process tasks, approvals, and To Dos in chronological
order.

Archive Displays business process tasks and actions completed. The system default
displays tasks and actions for the last 30 days. To see additional items, follow the
steps listed under Archive Tab on page 13.

Actions Tab

Once there is pending action you are now ready to review what action is required. In the next
example we see that a previous change request has been sent back in the red box.

Contact Information Change for Quality Ribbons &
Supplies Co. - created by Test Test on 06/22/2018

Sent Back by Elyzer Nieves
25 minute(s) ago - Due 06/24/2018

On the right side scroll down the page to review the comments from the Approver. These
comments will identify actions you will need to take.
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Contact information Change for Quality Ribbons & Web Address
Supplies Co. - created by Tes! Test on 06/22/2018

et Back by Eiyzer Nieves A

25 mirute(s) age - Dus 06/24/2071

View Comments (1)

tudsonvimgpl £ Wi

—
“u’ Elyzer Miaves |
Send Dack Reass

Task Actions

Description

Save for Later

If the icon Save for Later is selected, it will save the changes
and they can be picked up at a later time to complete all the

pending edits and submit for approval at a later time.

Cancel

If the icon Cancel is selected, you will go back to the menu
screen without saving any data.

If the icon Submit is selected, it will trigger the actual
changes for the Supplier Administrator to review, update,
approve or cancel the corresponding change request.

Once a process has been submitted you can press Done to
go back to the Inbox.

Page 12 of 60 Version: Revl



C

CLEVELAND
METROPOLITAN
SCHOOL DISTRIC]

e ——

Success! Event submitted

Contact Information Change for Quality Ribbons & Supplies Co. - created by Test Test on 06/22/2018  sctions

25 minute(s) ago - Due 06/24/2018

Up Next Do Another
Supplier Administrator Change Supplier Contact Information

Approval by Supplier Administrator
Due Date 06/24/2018

@ Details and Process

For Quality Ribbons & Supplies Co
Overall Process  Contact Information Change for Quality Ribbons & Supplies Co. - created by Test Test on 06/22/2018
Overall Status In Progress
Due Date 06/24/2018
Prtaile Drannnn
Click to return to the inbox.

Once you have taken action on any messages, your Inbox Application will clear out showing
that you don’t have any pending actions. You have the option to see all transactions on the

Archive Tab (details below).

Helpful Hint: Submitting a transaction will come back with the final status from the approver

that could be: Denied, Sent Back for update or Approved.

Archive Tab

On the Archive Tab below you will see the review history of all the actions that have been taken

within your Inbox.

The Archive tab displays completed action items for 30 days from the initiated request date. To
view archived items older than 30 days, perform the following steps: Click the down arrow and
select “View More Processes”. When the “View More Processes” screen is displayed, enter the

“Start Date” and “End Date”, and then click OK.

Page 13 of 60
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W Qe =

Acticns [0 Archive

o 1

View Event 05
i ) Contact Information Change for Quality Ribbons & Supplies Co. - created by Test Test on 06/22/2018 s

13 munute{e] 2g0 - In Progress: Multple Fartes
Contact Information Change for Quality Ribbons &
Supplies Co. - created by Test Test on 06/22/2018

For Quaity Ripbons & Supplies Co.
13 minite{s) aga - In Progress: Mulfipls Parties

Overall Process

ct Information Change for Duality Ribbons & Supplies Ca. - created by Test Test on 08/22/2018

Altemate Name Change for Quality Ribbons &
supplies Co. - created by Test Test on 06/18/2018 Overall Statue
4 dayis) ago Successfully Compicted Do Dt T
Settlement Account Change for Quality Ribbons & Calendars InUse  Consecutive Days (No Calendars Selected)
Supplies Co. - crealed by Test Tesl un 06/18/2018
4 day(s) ago - Successfully Complated

Details Process

Supplier involce: Quality Ribbons & Supplies Co. on —

D06/11/2018 for $14.07

7 day{s} agao- n Progress: Multiple Parties Contact Information Change Event  Contact Information Change fis ne & Supphes Co. - created by Teet Teet on 06/22/2018
Notifications

Notifications are used to keep you informed of activity related to your account. These are
typically items that you need to know about but don’t require action. In the example below, the

Notifications icon @ was selected. Unread notifications will have a circle @ next to them.
The circle will disappear once the notification is selected.

W Qe =

Notifications

”F il Alternate Name Change for Quality Ribbons & Supplies Co. - created by Test Test on o I I
06/18/2018

Alternate Name Change for Quality Ribbons &

Supplies Co, - creuted by Test Test on 06/18/2018 _
P ol . DA TR R 4 dayln) age
his husiness process was Compileted am DA/ 1B/ 18 i) o

4 day(s) ago

Details  Alie=nate Narme Change fer Cualiy Hibberes & Suppies Co « ereatied by Test Teal on D4M18/2018
Setthement Account Change for Quality Ribbons &
Supplies Co. - created by Test Test on D/TE/Z01E

e process was Compieted on 06/ 1870016

4 day(s) ago
Setthernent Account Change for Quality Ribbons &
Supplies Co. - created by Test Test on 06/11/2018
This bssineas process was Caneeled on 06/12/2018
10 day(s) age
Alternate Name Change for Quality Ribbons &
Supplies Co. - created by Test Test on D6/11/2018
10 day(s) g

Edit Workday Account; Test Test

10 day(s} ago

Edit Workday Account: Test Test
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Contact and Banking Application

Purpose: The purpose of this Application is to enable suppliers to maintain or view
their supplier data, such as addresses and settlement banking
information, and to submit their own updates.

How to Go to the CMSD supplier portal home page, select the Contact and
Access: Banking icon under the Applications section.

Audience: CMSD Approved Suppliers

Helpful Hints: You will need to be registered as a supplier contact and need to have
access credentials in order to log in to the Supplier Portal.

Procedure: Complete the following steps to understand the use of the Application
and the different Dashboards.

Once you log in to the supplier portal you will see the next home page where you will be able to
apply different actions by selecting specific Applications like: Inbox, Contact and Banking,
Invoices and Payments, and PO’s and Catalogs.

By

Supplier Self-Service Web page @ f )
I - 1 P04 and Catalogs ’ ¥’

Supplier FAQ Link

Settiement e Change for Frey Seienifie « created by teat test o6 07/02/2018
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Contact and Banking Application

Contact and
Banking

icon. Once selected a new

To access the Contact and Banking application click the
dashboard page will open.

< Contact and Banking

Change Wiew

The dashboard is divided into two sections:

Change will allow you to maintain and update your company information. An internal approval
process will be triggered if you initiate and submit a change of information.

Task Description

Change Supplier Contact Information | Submit new and updated supplier contact information
for review and approval.

Change Supplier Settlement Bank Submit new, and updated supplier settlement bank
Account accounts for review and approval.
Change Supplier Alternate Name Submit new and updated supplier alternate names for

review and approval.
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Upload multiple type of files related to the information
provided.

The second option View will just allow the supplier contact user to see the existing data on

“view mode”.

Change

Task Actions for Change Request:

Below you will find the list of task actions possible and a brief description on what each action
will trigger within a change request.

Task Actions

Description

Before any change can be made a confirmation message
will pop up and will need to be confirmed to start the draft
Change by selecting the OK icon.

Delete

If the Delete box is checked, the existing record type where
selected will be deleted once the transaction is fully
approved once submitted.

Add

If the Icon Add is selected, it will open up a new section
based on the selection type to include a new record to the
supplier data.

Remaove

If the Icon Remove is selected, it will remove the record you
just inserted by selecting the Add action above.

Save for Later

If the Icon Save for Later is selected, it will save the changes
and they can be picked up at a later time to complete all the
pending edits and submit for approval at a later time.
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If the Icon Cancel is selected, it will just take you back to the
menu screen without saving any data.

Cancel

If the Icon Submit is selected, it will trigger the actual
changes for the Supplier Administrator to review, update,
approve or cancel the corresponding change request.

Change Contact Information

Change Contact Information

Select the icon below you will find what information can be updated
with this task.

1. Phone

Phone
Delete

Country Phone Code * X United States of America =
1)

Phone Number * | (216) 579-6201
Phone Extension
Phone Device +* Landline v

Type * Business

Primary

Use For * Billing
Visibility Public

Comments TSTO1

Field Required/Optional

Country Phone Code Required

Phone Number Required

Phone Extension Optional
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Phone Device

Required

Type Business (Default)

Primary At least one must be Primary

Use For Billing
Remit To (See helpful hint below)
Shipping

Visibility Required

Comments Optional

Address
bl B e

Helpful Hint: Please DO NOT remove old addresses. CMSD has opted to retain all account
history. If your address has changed, please Add the new address with a new effective date.

Page 19 of 60

Version: Revl



CLEVELAND
METROPOLITAN
SCHOOL DISTRICT

e e e

Field Required/Optional
Effective Date Required
Country Required
Address Line 1 Required
Address Line 2 Optional
City Required
State Required
Postal Code Required
County Optional
Type Business (Default)
Primary At least one must be Primary we suggest
selecting the most effective dated one.
Use For Select one or all that apply
Visibility Required
Comments Optional
Email
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Field Required/Optional

Email Address Required

Type Business (Default)

Primary At least one must be Primary
Use For Select one or all that apply
Visibility Required

Comments Optional

Instant Messenger

Instant Messenger

e I

-

Field Required/Optional

User Name Required

Provider Required

Type Business (Default)

Primary At least one must be Primary
Use For (empty)

Visibility Required

Page 21 of 60
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Comments

Optional

Web Address

Web Address

,

Field Required/Optional

URL Address Required

Type Business (Default)

Primary At least one must be Primary
Use For Select one or all that apply
Visibility Required

Comments Optional

Change Settlement Bank Accounts

Select the icon
with this task.

Change Settlement Bank Accounts

below you will find what information can be added or updated
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Change Settlement Bank Account

Change Evant  Sefthene

Supplier  Cuaity Fabhons & Supplies Co

Settiement Bank Accounts Atachments

Settlement Bank Accounts

*Account Information

We are going to select the

% Change for Guality Ribbons & Supples Co. - created by Test Test on 04/1R/Z018

Status  Draht

Account Detaily

Settlement Account Information

*Account Information

Account Nickname

Account Type *

Checking

Savings
Supplier Connection Payment Types
Payment Types

For Supplier Connections Only

Inactive

Intarmediaty Bank Accounts

icon in order to insert a Settlement Bank Account.

Field

Required/Optional

Account Nickname

Required

Account Type

One required

Supplier Connection Payment Types

Do Not Use

Page 23 of 60

Version: Revl



\(@

N
SC
————

1
34,

CLEVELAND
ETROPOLITAN
1I00OL DISTRICT

Payment Types

Select one or all that apply

For Supplier Connections Only Box

Do Not Use

Settlement Account Details

Account Details

Country *

Bank Name

Branch Code

Branch Name

Bank Code

Account Number

Check Digit

Name On Account

Roll Number

IBAN

Bank Identification Code

Bank Instructions

Page 24 of 60
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Field Required/Optional
Country Required
Bank Name Required
Branch Code Optional
Branch Name Optional
Bank Code Required
Account Number Required
Check Digit Optional
Name on Account Optional
Roll Number Optional
IBAN Optional
Bank Identification Code Optional
Bank Instructions Optional

Change Alternate Names

Change Alternate Names

Select the icon below you will find what information can be updated with this
task.
Select the icon in order to insert a new Alternate Name.

Name *
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Bl
Field Required/Optional
Name Required
Usage Select 1099 MISC Recipient and any other that
may apply
Manage Attachments
Select the icon S below you will find what information can be updated with this

task.

W Q Search

Manage Attachments

Supplier  Quality Ribbons & Supplies Co.

Attt
Uploaded by Test Test

Comment

Upload

You will only have the ability to use the upload task to include additional attachments by selecting the

Upload . . . - . -
icon which will open your local file location to allow you to select the files you want to upload.
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@ Open
« < 4 & » ThisPC » Downloads

Qrganize ~ MNew folder

Name
7 Quick access

ﬁ folioxml_s_hyatt197733746
[&] OneDrive

v & Search Downloads »

- @

Date Type

6/7/2018 10:0% AM

X

Size

Adobe Acrobat D... 26 KY

[ This PC
“J 3D Objects
Desktop
Documents
<} Downloads
D Music
[&] Pictures
8 videos
5 Windows7_05 (C:)

%‘ Lenovo_Recovery ((

¥ Metwork
o <

File name: | "Enter Time Send Back Alert 55_0" "OriginalDataWithErrors (6)" "CMSD Sandbox_Put_Job_Profile"' ~|  All Files ~

Open Cancel

Once selected, click Open and the file will show on the Manage Attachments page along with a brief
description of the file...

W Q Search

Manage Attachments

Supplier  Quality Ribbons & Supplies Co.

folioxml_s_hyatt197733746.pdf

PDF
Comment [ Bank Info or W9 ]
Att.txt
Uploaded by Test Test
Comment

Upload

If necessary, you may add more files by repeating the Manage Attachment steps.
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View
Contact Information
3 Contact Information . . . 3 . . .
Select the icon below you will find what information can be viewed with this

task.

Contact Information

Settlement Bank Accounts

Settlement Bank Accounts

Select the icon below you will find what information can be viewed with this
task.
W Q sewer D:' =
Settlement Bank Accounts
Settlement Bank Aceount | - BTFES
For Supoler
et Neknane Back Name Account Type Bcccunt Husber  Supplier Consection Paymest Typea Payment Types Comnections  Presote Statn lnacte
Oy
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below you will find what information can be viewed with this

Primary Kame  Quainy Ribbons & Supplies Co

ABermate Mames [ i

Name
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Invoices and Payments Application

Purpose: To provide instructions for viewing and searching most recent invoices and
payments.

How to Access: Log into the Supplier Self Service Portal and click Invoices & Payments on

your under the Applications section of the home page.

Audience: CMSD Approved Suppliers
Helpful Hints: Clicking on the blue text on any screen will return additional information.
Procedure: Follow the steps below to view and search invoices and payments.

Invoices and Payments

Invoices and Payments can be accessed from your Supplier Self Service Portal home page. This
application allows you to view the details for most recent payments and most recent invoices.
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Most Recent Payments

Most Recent Payments details include payment amount, payment date, transaction reference, and the
number of invoices included in the payment while

Most Recent Payments &

Payment Transaction

Payment View Arourt Currency Payment Date Reference Invoices

Supplier Payment View _ 17.82 USD 02/23/2018 1=
Contract & Commercial

Customer Id: 1065558DET:

02/23/2018

Supplier Payment View 356.76 USD 02/08/2018 1009967 5 -
Contract & Commercial (Check)
Customer Id: 1065558DET:

02/08/2018

Supplier Payment View 909.78 | USD 02/01/2018 1009593 3
Contract & Commercial (Check)
Customer Id: 1065558DET:

02/01/2018

Supplier Payment: View 11.78 USD 01/25/2018 1009125 1
Contract & Commercial (Check)
Customer Id: 1065558DET:

01/25/2018

W \icy; \iore Details..

Clicking View More Details (in blue above) in the bottom left corner of Most Recent Payments will allow
you to perform detailed searches using the selection fields below. This option allows customized
searches to fit your needs.
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Find Payments for Supplier Contact

MM/ DD /YYYY

Payment Types

Payment Status

Payment Currency

Payment Date On or After

Payment Date On or Before

Payment Amount Equal To

Payment Amount Greater Than a

Payment Amount Less Than

Supplier Reference Number

Transaction Reference

MM £ DD /YYYY [

Indicates availability of a search menu.
_ See search options in the table below.

Search menu options:

Selection Options

Options

Payment Types

Cash, Check, Credit Card, Debit Card, Direct Debit, Direct Deposit, EFT,
Manual, Wire

Payment Status

Approved, Awaiting Payment Acknowledgement, Awaiting Settlement,
Canceled, Complete, Draft, Escheated, In Progress, Payment Received,
Rejected, Returned, Stopped, Unapplied

Payment Currency

Generally USD but other currency selections are available

Clicking View in the second column of the Most Recent Payments table returns payment details for each
invoice included in the payment. The example below is the results of clicking View for the payment in the
amount of $356.76 which includes five invoices.
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« Payment Detail

...... Bate Sappler's resice Hsrber lewsicr et isceustt Dur Date brtice Dur Dot Discoure Taken

BE = 0@ _ _
Report features found in the top right of the report table allows you to
export to Excel, filter data, create graphs, view/edit grid preferences, and toggle to full

As shown below, additional invoice details can be obtained by placing the cursor to the right of
the magnifying glass and clicking on the yellow Twinkie (“ ). A pop-up window will display
additional details.
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W Qe

View Payment for Supplier Contact 28}

« P4
Actions 5 i 9 ; 1

Comgany Supplier Invoice Supplier Invoice: INV-10029128 B - Accoums Paystle Checing 3668

Papee Favaite

Payment lovoice Numbet  (NV-10029120  Swetus  Approved  MEKhSIStus  Maiched  PaymentSutis  Paid

Payment

. v Invoice Information v Invoice Reference Information

Cuneney

Memo Compary Cleveian MFODCHAR SEH001 DRatiict Payment Teims et
Suppl mmarcial Customes J6S5S5DET  Supplier D i Ne

s upoles st i Dcument Receved B ThE.
Currency [t Supplicr's lvoice Number

Inwgice e Due Date Diszount Taken Payment Amourt
Imisice Date. Memo

F

¥ Due Date L

Q Innaseompany inveice Amoust 000 nizme e 7556

a Totallnvoice Amount ' 017205 000 578

View Supplier Invoice

Swoleriovice O vce Nambe NV I0IRTIZE BN Azoroved
v Invoice Information + Terms and Taxes v Invoice Reference Information
Company Teay Paymern Termy. Ne i SupTo Addeewy peer Arenge E Sume TH00 Cmvelang OH 44104 Uniag Sanm of
Soppler 4 ID4SSSEDET Dese Diste a0
Supphery e Number YW1
Cumency ) Frterence Trpe
Iowace Dot [l ] Fefeence Namber
Imwcice Recerues Dute Tas Dpsicn
Torm imvosc Amaare L Leteon Taa Code
Lime otal Amourt
CiE iy

Supples

Comoany e fem Deprgton fere Related Parchase Rem Furthase Order Line Spend Categery She To Address e ixContact Quantt

Line item detail can be displayed by clicking directly on the blue text under Purchase Order
Line (see above). The results are shown below.
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Most Recent Invoices

This report provides the list of your most recent invoices. Details for most recent invoices
include invoice: number, amount, due date, status and payment status.

— Maost Recent Invoices

—

View Mare B-:'.ails].

Imoice Supplier Reference Mumber Total Imvoice Amount | Curnency e [iate i Status Fayment Stats:
INV-10035972 TESTOC 26791 | UED In Progress Unpaid
INV-10035877 aor | uen anaoe Canceled

INV-1003587 350338958 782 | USD Lar1oe Approved Faid
INV-10035586 JEE2E1 428 EO215 | USD 20 Spproved Paid
INV-10035528 JEEIET4E 1919 | UsD rawIne Spproved Paid
INV-10035611 THTIIITE {319.00) | USD fanwame &pproved Paid
INy-T0035364 FLETIT04 3193 | usp Ca0e20e #pproved Paid
INV-10035365 FIEEIITNE 243 | Usy Epproved Paid
INv-10035366 S3ER1S7E 7498 | UsD /002018 Lpproved Unpaid
INv-10034226 S35EITER4T 11079 | Use f=tivirint} pproved Faid

)

]

To see the details related to a given invoice, click on the invoice number (in blue text) in the
column titled Invoice. A sample of the results is shown below.
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View Supplier Invoice

Spplerfmvice (L owice Number NI Setm D

+ Involee Information v Terms and Taxes + Involce Reference Information

Company Faymest ipma et 38 Shopr-In Adress 1711 Superior Avenye E Sute 1800 C

Do Dtz
Suppher's Ivoice Number  £27E830

Reference Type

mvoce Daie Refoone et | enp

Imvoice Recstved Dam |+ Tandprioe

ot i At 3100

Tetadt Fax Cade

Line Total Amoget

g Ty

Sugplier

Compeny em i kem Related Puschase hem Puachasss Ordes Line Spend Categery SiprTa Addieas ShigrTo Contact Quaniity Unit of Meagme
Dot st

T ey

To review the line item details, click the blue text under Purchase Order Line. See example
below.

View Goods Order Line

Soofa Grteriine 4

PasthaseCvder  BO-DAEY

R Setee Deset - Aset 0TIIGEE
Scend Convgory  §1THC et Sucents

o dgpbcaniny

Taa Cote

Tax Recoverability

B ¥

Crotenety Becemved Becererd U

If you don’t see the invoice you want, click View More Details on the bottom left of the report to
open the Find Invoices for Supplier Contract box. This feature allows you to search for
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invoices based on due dates, invoice number, supplier reference number, and invoice or
payment status.

W Qe e

Find Invoices for Supplier Contact

Fapmens Siatia

Cancel

Enter your search criteria and click D to continue the search or to discontinue
the search. Not all fields are required to complete a search. You can customize the search
based on your needs.

Search menu options:

Selection Criteria Options

Invoice Status Approved, Canceled, Denied, Draft, Incomplete, In Progress

Payment Status Paid, Partially Paid, Unpaid

Find Purchase Orders
This feature allows you to search for a purchase order based on date or purchase order

number. To perform a search enter the date range or purchase order number and click |:|

to continue or to stop the search.
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Find Purchase Orders for Supplier Contact

Bemtiamivt [t B o A i B

B fune O oo Dot W 00/ )

Furchaas trde

k] GCancl

Below is an example of the results for a search based on date.

¢ Purchase Orders

Pusehase Drase Decumens lume Suam Amoue
. 504
s “
el
v ATHAEE
bt 54
el i
b
. .
T

To view the purchase order details, click the purchase order number (in blue text). Below is an
example of the results.
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POs and Catalogs Application

Purpose: To provide instructions for viewing and searching most recent invoices
and payments.

How to Access: Log into the Supplier Self Service Portal and click POs and Catalogs

under the Applications section of the home page.

Audience: CMSD Approved Suppliers

Helpful Hints: Clicking on the blue text on any screen will return additional information.
Procedure: Follow the steps below to view and search PO and catalog items.

w @ g M

< ]
&e

Supplier Sell-Service Web page @ Tl

Supplier FAQ Link

Change for Faey Beienithe « created by test test oa 07/02/2018

The POs and Catalogs application allows you to view your most recent purchase orders, view
uninvoiced POs, and find purchase orders. Details include purchase order status, date, and
amount, number of invoiced and partially invoiced POs, and amount of uninvoiced POs.
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¢« POs and Catalogs

Mast Recent Purchase Orders o Uninvoiced POs & & Purchase Order

40 66

Partially invciced Urinwosced

Citamant tie St vzt

63,708.25

Uninvoiced Amoynt

Viewing information for POs and Catalogs is very similar to viewing information for Invoices and
Payments.

Most Recent Purchase Orders
To view a purchase order, click the PO number in the first column.

Most Recent Purchase Orders b
- Purchase Order Document Date Status Amount
PO-10009968 02/14/2018 Issued 7.00471
PO-10009906 02/09/2018 Issued 127.09
PO-10009941 02/09/2018 lssued 89.78
PO-10009911 02/09/2018 Issued 356.89
PO-10009907 02/09/2018 lssued 118.09
PO-10009890 02/08/2018 Issued 508.71
PO-10009876 02/08/2018 lssued 172.47
PO-10009833 02/08/2018 Issued 431.40
PO-10009850 02/08/2018 Issued 13570
PO-10009857 02/08/2018 Issued 113.95
- Wiew More Details...
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A sample report is shown below.

« Summary « Contact Information
Cormpey evelane Upvsgoenmn Somsel Dust i Optem

DosumesiOate G220 B

St

Entended Amosnt

If the purchase order you seek is not listed, click View More Details to launch the search box.
To search box below should appear. You may search by date or by PO number.

— ? S
Find Purchase Orders for Supplier Contact
Docurment Duie On o Affer
Dicurmen Duda 0 or Bafors 81
Poectass Cror

I\ ;:"‘-: i Cancel

To perform a search, enter your search criteria and click |:|to continue or to stop the
search.

Helpful Hint: You must make sure to enter the correct date range when searching for a
specific purchase order, otherwise you will not get results.
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Below is an example of the search criteria for PO 10009560. Please note the date fields have
been populated with a date range that coincides with the purchase order date.

[,

W Q Seanh ES"J

Find Purchase Orders for Supplier Contact

Discmmens e 00 o Ahw

(13

Docuert Dute OnorBelore  02/02 71018

e

o

Following is the result. Click the PO number (in blue) to see the details.

\N Q Saat ﬁ\: Ei\\
¢ Purchase Orders i)
EThkds

Parchase (roer Tocume Dee S Aum

Following is a sample of the report you will see. You can scroll up and down (right side of the
report) or left and right (bottom of the report) to view the full report. You can also export to
Excel.
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View Purchase Order o &8
Porchase Onder PO TD00GST POMumber  FO-10009560
« Summary « Contact Information
Compary Clevriand Metrogerian khes (g Isye Opron I At
Basument Date Lo
e Date
Carrensy -
R~ By Addresa
Bt ston Troe BhipTo Contact woen
Sng To Comant Dessd  Lizabet Witk
Fha- To Contect bmad
Shippang Addtesa 0 e
heme B Fola @
Geadn Supesber
Orter Linst Bewn e Estigrary - Tan Rrcoematzity Bty (] [S— Beteeticn  Prpaid S To Ackdon
e [ERE
a fem Taa Apphe sttty Ortemed Ut of Mlmaaaty D Crats
Fach
Lead Time
-
Tt Cade Ut Cost
-
i Funented Amecer
Spend Conegony B
a [v= Tas Syl ity Coctored et o4 M D Dot 73000
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Lo Tim
et

Uninvoiced POs

This feature allows you to view partially invoiced POs and uninvoiced POs while providing the
uninvoiced amount. Clicking on any of the blue text allows you to: view details, export to Excel,

or export to a PDF.

Uninvoiced POs

14

Partially Invoiced

Currency usD

7

Uninvoiced

/,158.99

Uninvoiced Amount
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To illustrate this functionality, we will use the Partially Invoiced field. The example below
shows the menu options for Uninvoiced Amount and the resulting reports that are generated.

Uninvoiced POs

eH

1 4 View Details 7

mmm) Partially Invoi | Export to Excel (All Columns) | sinyoiced
Export to PDF

1, 758.59

Uninvoiced Amount

Currency  USD

Helpful Hint: While the menu options are different (View Details, Export to Excel, Export to a
PDF) for Partially Invoiced, the resulting reports will return the same information (PO#,
document date, status, uninvoiced amount, and currency).

Sample Results: View Details

As shown in the upper right corner of the following report, tools are available to allow you to
customize the report to fit your needs. Options include print, export to excel, filter, and create
graphs.

View Details

To view the details, click any of the blue fields as shown above to pull up the menu. Click View
Details on the menu to display the detailed report (see example on the next page).
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Purchase Order

PO-0524094

PO-0524759

PO-0525142

PO-0525153

PO-0526126

PO-0526342

PO-0527988

PO-10001647

PO-10002020

PO-10005646

PO-10006050

PO-10007939

PO-1000908&4

PO-100093%3

Document Date

05/10/2017

05/16/2017

05/18/2017

05/18/2017

05/25/2017

05/26/2017

08/16/2017

08/24/2017

11/02/2017

11/13/2017

12/21/2017

01/25/2018

01/31/2018

Status

Issusd

Issued

Issued

Issued

Issued

Issued

Issued

Issued

Issued

Issued

Issued

Issued

Issued

L

— | & =
Uninvoiced Amount Currency
36.99 uso

2998 uso

55994 uso

15 ush

1,799.90 usoD

2099 uso

3596 uso

1374 uso

126.30 uso

Export to Excel

OE

To export a file to Excel, click the

Sample Results: Export to Excel

icon in the upper right corner of the data table (see
above) or click Export to Excel (All Columns) as shown on the previous page. The Excel file will
appear in the bottom left corner of the screen. Double click the file to open it.

If you want to edit the Excel file, click once the file has downloaded. See example

on the next page.
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= i Details_View (1) [Protected View] - Fxcel

File Home  Insert  Pagelayout Formulas Data  Review  View  Templates 'H' Tell me what you want to do...

0 PROTECTED VIEW Be careful—files from the Internet can contain viruses. Unless you need to edit, it's safer to stay in Protected View. Enable Editing

B32 - fe

» A B C D E
1 Purchase Order Document Date Status Uninvoiced Amount Currency
2 |P0-0524004 5/10/2017 Issued 36.99 USD

é 3 |P0O-0524759 5/16/2017 Issued 29.98 USD

© | 4 PO-0525142 5/18/2017 Issued 559.94 USD

E 5 |PO-0525153 5/18/2017 Issued 7215 USD

Y | 6 |[PO-0526126 5/25/2017 Issued 221219 USD

E 7 |P0-0526342 5/26/2017 Issued 614.70 USD

© | 8 |PO-0527988 5/31/2017 Issued 1,799.90 USD

Q | 9 |PO-10001647 8/16/2017 Issued 20.99 USD

v | 10 |PO-10002020 8/24/2017 Issued 35.96 USD

’_E_ 11 |PO-10005646 11/2/2017 Issued 13.74 USD

£ | 12 |PO-10006050 11/13/2017 Issued 126.30 USD

'_; 13 |P0O-10007939 12/21/2017 Issued 271.00 USD

E 14 |P0O-10009064 1/25/2018 Issued 23.29 USD

v | 15 PO-10009393 1/31/2018 Issued 396.61 USD

Export to PDF

If you prefer to export the Partially Invoiced POs to a PDF file, choose the Export to PDF option.

Uninvoiced POs b2eh

1 4 View Details 7

— Partially Invei| E¥port to Excel (All Columns) | yinyvoiced
Export to PDF

7,758.59

Uninvoiced Amount

Currency  USD

The resulting PDF report is shown on the next page.
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Sample Results: Export to PDF

Details View 10:48 AM

C 06/20/2018

( Page 1 of 1

e ——
Purchase Order Document Date Status Uninvoiced Amount Currency

PO-0524094 05/10/2017 Issued 36.99 USD
PO-0524759 05/16/2017 Issued 29.98 USD
PO-0525142 05/18/2017 Issued 559.94 USD
PO-0525153 05/18/2017 Issued 7215 USD
P0-0526126 05/25/2017 Issued 221219 USD
P0-0526342 05/26/2017 Issued 614.70 USD
P0-0527988 05/31/2017 Issued 1,799.90 USD
PO-10001647 08/16/2017 Issued 20.99 USD
PO-10002020 08/24/2017 Issued 35.96 USD
PO-10005646 11/02/2017 Issued 13.74 USD
PO-10006050 11/13/2017 Issued 126.30 USD
PO-10007939 12/21/2017 Issued 271.00 USD
PO-10009064 01/25/2018 Issued 23.29 USD
|PO-10009393 01/31/2018 lssued 396,61 USD

Helpful Hint: The View Details, Export to Excel and Export to PDF menu options shown below
for Partially Invoiced, can also be used to display additional information for Uninvoiced and
Uninvoiced Amount.
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Uninvoiced POs b

1 4 View Details 7

Partially Invoi | Export to Excel (All Columns) | yinyoiced
Export to PDF

7,758.959

Uninvoiced Amount

Currency ushD

Purchase Orders

The Purchase Order option allows you to search for purchase orders by PO number and date.
To activate the search, click Find Purchase Orders.

(@ Purchase Order

Find Purchase Qrders

You will see the search criteria screen below. You can search by date range or by PO number.
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Find Purchase Orders for Supplier Contact

Helpful Hint: If you search by PO number, be sure to enter a valid date range. If the date
range does not coincide with the date of the PO, your search by PO will fail.

Search by Date Range
To search by date, enter the dates for purchase orders you'd like to see. In the example below

we used the following dates.

Document Date On or After 02/01/2018 E

Document Date On or Before 02/09/2018 E

Find Purchase Orders for Supplier Contact

DecamentDateOnor Afier—~+ (2/01/2018 ﬁ

Decument ate Ono Before OZ/OQ/ZOWE

Putchese (rder

()
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Cancel
Click I:Ito continue or to stop the search. Clicking I:I returned the results
below. We see two POs that were issued within the specified period.

W Qifarch Ll/ @

¢ Purchase Orders

Purchase Order Dozument Date Status Amount
PO-1000%657 02/06/2018 [ssted 15043 4
PO-100%31 1052018 Issued 60215

v

To view the purchase order details, click the Po number. We clicked the first PO on the list to
generate the report below.

Page 51 of 60 Version: Revl



View Purchase Order

e [
oy
tal et =
Rensston e g
Beng 1
e L e e Caery Tu Tar Reverealifty
)

e nds
Spend Catogory
123 e S
C ™ Tan Appheaity
Tan Lo

Spnd Caagery

X D Supbes

Rl

Ordared
Freoved

Inacet

+ Gontact Information

Ut Meesay

Unit ot Maazury

Deivey

Dot Dot

CLEVELAND

(‘ METROPOLITAN
SCHOOL DISTRICT

e e e

Ea

Search by Purchase Order

To reiterate, a search by purchase order requires both the purchase order number and a valid
date range. If you choose a purchase order that was issued before or after the date range you
enter, the search will not return valid results. Following are three search examples and the

results.
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Search by Purchase Order Number Only

In this example we use a valid PO number but did not change the default date range.

i,l-'u' Q s :_’,’ g
Find Purchase Orders for Supplier Contact
Decomant Dol neriabors | I CDITTYY ]

While the PO number was valid, the date range was not (05/20/2018-MM/DD/YYYY). As a
result, the purchase order search failed (see below).

W QG&M G“' @

¢ Purchase Orders

H N

Fuchase e Vrsion Document Date St Amaunt

Search for a Specific PO within a Specific Date Range

In this example we will perform a search using a valid PO number (PO-10009651) and a valid
date range (02/01/2018 — 02/10/2018).
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] 4

W Qe ¢

Find Purchase Orders for Supplier Contact

Decormet [ O Ay

ED

Dot Bie lorbalin | 11/

L

Because we used a valid search criteria, the purchase order search returned the PO we were
looking for (see below).

w 0 et L‘ &
¢ Purchase Orders i8]
N

Farchase Oeder Docurect e Dt Ao

Clicking the PO number (in blue) allows us to view the PO details (see below).
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Search by Date Range Only

In most cases, date range searches are used for “open” searches. Open searches are used to
identify all open purchase orders for a specific period of time. In this case, the date range used
for the search will be: 02/01/2018-02/15/2018.

w QSea'c% C;’E‘ @

Find Purchase Orders for Supplier Contact

Document Date Onar Ater | 02/ 01/2018 B

Document Date Onor Before | 02/15/2018 B

Purchase Order

()
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The search by date range (02/01/2018-02/15/2018) returned the results below.

¢ Purchase Orders

EhES
Purchase Order Document Date Status Amount
P0-10000697 Qog/2018 fesuzd 1604 &
PO0-f0000651 Qo520 fesuzd 60213
Y
|
{ )
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